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 Decommitment Process 

Background: 
As of July 15, 2014, the decommitment process will be initiated by the requester making a change to the 

original Purchase Requisition (PR) price that is associated to the Purchase Order Line.  The requester will 

also attach to the revised PR the required support documentation described herein under the headings 

“Professional Service Agreements” and  “Construction”.  After the revised PR is submitted for approval 

the requester will insert the Contract Administrator into the approval workflow as the final approver.  All 

approvers will take the approval action except for the Contract Administrator who will use the Approval 

page to review the attached support documentation.  The Contract Administrator will then leave the 

approval page and manually update the associated Purchase Order Line and run the close process when 

applicable.  After all changes are completed by the Contract Administrator, the Contract Administrator 

will return to the Requisition Approval page and approve the revised PR. 

Professional Service Agreements 

Three scenarios have been identified for Decommitment for all Professional Services 

1. Completed Work - Decommitment with a final invoice -The work associated with this 

work plan / work scope is completed and BART has paid the final invoice. The line(s) on 
the Purchase Order (PO) will be adjusted in accordance with the instructions on the 
Decommitment Form and the PO will be closed by the Contract Administrator. The 
remaining amount from the PO would be decommitted by the Agreement Financial 
Analyst. 

 Back up documentation – 1) Cover page of the Final Invoice certified and signed by the 
Consultant, and 2) evidence of payment by the District. 

2. Completed Work - Decommitment  without a final invoice - The work associated with 
this work plan is completed.  BART does not have a final invoice. The line(s) on the PO for 
this item of work will be adjusted in accordance with the instructions on the Decommitment 
Form and closed by the Contract Administrator.  It is the responsibility of the Agreement 
Financial Analyst to coordinate with the vendor to request verification that all invoices have 
been paid and no further invoices/billings will be submitted.   After the verification is 
received, any remaining amount from the work plan’s PO would be decommitted. 

 Back up documentation – 1) Decommitment Form, 2)Signed Certification by the 
Consultant/Vendor that all costs have been paid and no further invoices/billings will be 
submitted. 

3. Change of Scope - Partial Decommitment - The work associated with this work plan has 
not been completed.  The project would like to decommit a portion of the PO value due to 
scope change. The line(s) on the PO will be adjusted in accordance with the instructions 
on the Decommitment Form.   It is the responsibility of the Project Manager to negotiate 
with the Consultant/Vendor any reduction in the scope and associated costs.   At the 
completion of the Project Managers negotiation, the Project Manager provides the 
Agreement Financial Analyst with the documentation of the negotiations.  This 
documentation would include an agreement between the Project Manager, Vendor and  
Agreement Manager regarding the change in scope and cost that should be de-committed 
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and the amount remaining in the work plan.   The Agreement Financial Analyst will then 
process the decommitment. 

 Back up documentation – 1) Decommitment Form, 2) Agreement signed by the 
Consultant, Project Manager, and the Agreement Manager stating the change in scope, 
the associated amount to be de-committed and the amount remaining in the work plan .   

Public Works Construction:  

The decommitment process will be used in situations when the value of the close out change order for 

public works is negative, i.e. credit to the District.  In order to be consistent with the provisions of public 

works Contract Documents and the RE Manual, the close out change order is to be issued shortly after 

the Final Inspection and quantity verification reconciliation but before Acceptance of the Work by the 

District and the recordation of such Acceptance with the County.  Then after the Approved Final Invoice 

has been paid, and in the case of negative close out change order only, the Resident Engineer will follow 

the instructions in this manual.   

Back up documentation:  1)Decommitment form, 2)the conformed negative change order and 

3) a copy of the paid Final Invoice. 

Complete the Decommitment Form 
 

The decommitment form can be found on WebBart > Training and Development > I.T. Materials 

> Procurement > Decommitment Form. 

Change Order to the Purchase Requisition 
The original Requester will need to edit the original purchase requisition.  

Note:  Contact IT (Sarah Castro x4940) if the Requester is no longer at BART, cannot be reached, or has 

different access due to changing positions. 

Change Price 
Navigation:  Main Menu > eProcurement > Manage Requisitions 
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Select Action 

Click Go 
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Click OK 

Change Price 
Note:  Another way 

to change the price is 

to click on the 

description link, edit 

the price field, and 

click ok to return. 



Page 8 of 25 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 

Comment 

Icon 



Page 9 of 25 
 

 

 

 

 

Click Add 
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Attach File 



Page 10 of 25 
 

 

  

Click OK 
Click Save and 

preview approvals  
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Add Support Documentation 

 

 

 

 

Click Edit Requisition to 

Attach Support 

Documentation 
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Click on the directory where 

you have stored your files.  

Double click to select file or 

click on file once and *click 

open 

Click Upload 

 

Note:  Documentation should be attached in one 

file.  The first page should be the decommitment 

form.  The file name should begin have the 

following format: 

“Decommit PO # for Contract #” 

*Click Open 
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Click OK.  

.   

Click Save and 

Preview 

Note:  Comments must be 

entered in order to attach 

documents.   

Note:  File names can only 

be 60 characters 
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Change comment to 

Decommitment or 

other applicable 

comments 

Click OK 
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Insert Approver 

 

 

Click on the plus 

icon to insert the 

Contract 

Administrator 
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Click Search 
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Enter the Last Name of 

the Contract 

Administrator that is 

associated with the PO 

related to the 

Requisition 

Click Search 
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Select the 

Approver 
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Click Insert 
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Click Apply 

Approval Changes 
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Click OK 
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Click 

Submit 
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Click OK 
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The changed 

Requisition is now 

pending Approval  


